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Course File for NCFE CACHE provision

Your course file should contain quality assurance documents relating to the NCFE CACHE qualifications which you deliver. Templates are available for all Course File Documents. You can alter the documents to meet your own needs or use can use your own. 

Contents
1. Annual Quality Plan
2. Qualification Specification
3. Centre Policies
4. Assessment and Internal Quality Assurance Process
5. Organisational Chart
6. Job Descriptions
7. Previous Visit Reports
8. Team meeting minutes
9. Appeals Documentation
10. Access to Assessment documentation
11. Staff CVs
12. Staff CPD
13. Staff Induction
14. Staff signatures
15. Timetable
16. Scheme of work
17. Assessment plans
18. Attendance record
19. Assessment tracking sheet
20. Learner Induction
21. Records of Assessor and IQA meetings
22. Standardisation meetings
23. IQA sampling plan
24. IQA record sheet
25. Guidance notes
26. End of course questionnaire
27. Risk management

The information in this file will be evidence for Internal and External Quality Assurance. It should be kept up to date and reviewed throughout the year to ensure documentation is accurate and current.
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